
 
 
 
Uploading a document to the Proactis Supplier Network 
 
Introduction:  

This guide covers how to upload a document to your supplier network.  

-How to upload insurance documents 

-How to upload bank details 

 Instructions:  

1. Click on your profile on the top right 

 

 

 

 

 

 



 
 

2. Click on ‘Your Business’ 

 

 

3. Select the ‘Documents’ tab 

 

 

 

 

 

 



4. Click on the ‘Add Document’ button on the right-hand side

5. Complete the required fields and click ‘Attach File’ to upload your document. You may 
also drag and drop a file directly into the upload area.

To ensure compliance each insurance document uploaded must have the 
correct document type selected from the dropdown menu in the portal. 

There must be a separate entry for each required type of insurance, with the 
corresponding document type selected as follows: 



Insurance Type Required Document Type Selection 

Employers’ Liability Employers Liability 

Public Liability Public Liability 

Professional Indemnity Professional Indemnity 

脥� Example: If you are uploading an Employers’ Liability certificate, you must 
select ‘Employers Liability’ as the document type. 

Please note: Bank Details must be uploaded on a company headed 
PDF. ‘Generic Document’ should be selected as the document type. 

 Important: Uploading multiple insurance documents under a single 
document type won’t reactivate your account.  

6. Click ‘OK’ to complete the upload. Ensure that the ‘Visible to all customers’ box is
checked. Once uploaded correctly, your account will be reinstated within approximately 15
minutes and available for new orders.

*If there are any issues with uploading documents, please contact
Procurement@southernhousing.org.uk.


